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LEVIES OF AEPOINIMENT Vor: UNVUUCHE ERED PERSON EL 


Le BD RI cotati 
All employees, ot CLG a are to be paid from unvouchered funds wild 
be issued a letter ot maak the vine of their employment. 


2. authority to Sis af (Letters of Appointment: 


a. J the pla Cli, ky memorandum dated 6 Saieuber 1946, has 


By cabig dated 11 Octover 1916, He negra Clu, dele, sated authority. 
a 


Pd gate 
° of each aw for Independent spéiion to appoint civilian! employees sae 68 Gee 
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consultants, Overt $erdonnel ant ‘send -cokert. personnel to ve pa. a fron “ee 
ered funds will reced’ 4 CS a of ap- ointment si. sned by one of the persons 

rteted snore The ‘one this letter of appointment shal ve in accordance 

mate Exhibit A attached ae 

bs All ather types of pensomicd és be paid fru unvouchered funds will 

receive letters of ay poi nent si nea by the Chief, Special unds Section, in 

accerdance with Delegation of Authority vy ,tie Director, CIG, dated 21 October 196. 

The form £ such letters os aepoinenene shall be approved in advance by the 

Office ef Ueneral Counsel, exeept where such letters of appointment are executed 
“abroad, in which cas: a copy will be direeted to the approrriate Zranch Chief 

in Jashin, ton for referral to tHE Ufttce of | eview and 


approval as to forn. 
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- Letters of ncounteent a eee be issuca at the time thie enployment is 


35x1 ae | approved. The letter of annointner.¢ will ve prepared by the individual who is 

a cs cuchortace to si.n the particular type of ‘letter of a any ointment te De used. The : 
e [Sy | whe inal of. the aa of. appointment shall pe aclnowled; ged or the employee as” : 
oS ; ov, ded: ‘for therein and permanently filed in the Special Funds Section, Rinance : 
Qo uy Poo% A. Branch. . Ho payments of. salary from unvoughered funds will Be, 

: : | made to any enployee until a properly” signed ‘letter of appointment, is:in the pos- F 


session of the Spree Funds ae 2 ‘ Be a aot : oe Gea, Oe 
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_ Appointment for Unvouchored Porsonnel,' dated 31 December 1946, is her oby 
amended by changing the word "omployer' to read “omployoo" in paragraph , ee 


| "3. Issyanoo", lino 4. \\ 
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‘Ofc Wimerandum. UNITED STATES GOVERNMENT 
a: : cr, SPECIAL FUNDS sic BROW 0 ‘ ae pare: “14 Jomary 1947 
FROM: EXECUTIVE FOR PERSONUEL AND ADNENES TRATION : 


25X1A sunyeet: org Admini strative oraer [| | 


25X1A, 


| 1. Your memorandum dated 9 January: 1947 interpre eine. 
the terms of -c1G Administrative Order | is approved. — 
Be This approvel | also has. the: conourrenice of the 
Assistant Director for a epeotel Gperations. 


25X1A 


- | Colonel, AGD ; 
Bxecutive for Personnel and Administration 
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MEMORAN JUN | 9 January 19:7 


ADSO 


TO 
. Executive for P& A 


FROM : Chief, Special Funds 


SUBJWCI': CIG Administrative Order[ | 


Pursuant to our phone conversation of 8 January, 
appended hereto is a draft of proposed interpretation of 
the subject order and the mechanics for effecting the order 
from a practical point of view. . 


If this draft procedure is d proper and with- 
in the scope of Administrative Order it is respectfully 
requested that you indicate your concurrence and return to 
this office. 


Your attention is also called to the fact that sub-— 
ject order prohibits payment of salary until a properly signed 
letter of Appointment is in the possession of the Special Funus 
Section. At this moment this provision cannot be carried out 
without terminating all payrolls for a lengthy period. Practi- 
cally, verbal approval has been given to continue payrolls pend- 
ing completion of the requirement. 


Attachment z ; 


~ CONFIDENTIAL 


~~. 
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— CONFINES Tar 


Le Letters of appointment will be issued to all CIG employees paid 
from Special Tunds. Said letters are to be prepared in original copy 
only, will be read and accepted in writing by the employee, and Will be 
filed in the personnel folder of the individual in the Special Funds Section, 
Ze Letters of appointment for all employees on duty in Washington | 


as of 31 December 196, hired subsequent to 31 Lecember 1916, or field 


‘personnel hired prior to 31 December 1946 but leaving for the field sub= 


sequent to 31 December 1946 will contain a clause requiring a minimum 


tour of overseas duty of 2h months, 


3. Letters of appointment for personnel hired prior to 31 December 
196 aha wie were en route or already in the field at that date will 
contain a clause requiring a minimum tour of overseas duty of 18 months. 
Mechanics . 

i. The CIG employee administring the oath of office will simultaneously 
issue and have accepted the Letters of Appointment. ‘This letter will 
then he duly signed by the designated official and will be placed in the 
personnel folder of the individual. 

Ze the Certifying Officers, Special Funas in preparing the Overseas 
Data Sheets for employees departing for overseas duty will in every case 
verify that a Letter of Appointment is on file in the individuals personnel 
folder. ‘the mined of this is to ensure that employees hired prior to 
9 dandary) the effective date of the mechanism for issuing letters of 


appointuent, do not inadvertently go overseas without a proper letter of 


NCIDENTIAL 
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appointment. If, in any instance, the individual objects to the 2h 


month clause on the grounds that he was employed for overseas duty on 


an 18 month understanding, the problem will be ret'erred imne diately 


to the Branch Chief concerned, 


3. Letter of Appointment will be prepared for all employees pre- 
sently on duty in Washington, will be accepted and placed in the indi- 
viduals file. 

kh. Letters of Appointment will be prepared for all employees in the 
field or en route on 9 January. ‘Those in the field or en route at 31 
December will contain the 18 month clause whereas such employees who may 
ave departed subsequent to 31 January but prior to 9 January wiil con- 
tain the 24 month clause. ‘these letters will not be sent to the field 
for acceptance, but lists of individuals will be transmitted to the field, 
The field will be instructed to advise each person of the Letter of Appoint- 


nent and its terms, 


“QNFIDENTIAL 
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MEMORANDUM - 9 January 1917 


TQ -. : ADSO 
ixecutive for P & A 


7 FROM : Chief, Special Funds 
i = =25X1A : 
SUBJECT: CIG Adninistrative Order [ | 


Pursuant to our phone conversation of 8 January, 
appended hereto is a draft of proposed interpretation of 
the subject order and the mechanics for effecting the order 
from a practical point of view. 


25X1A If this draft procedure is deemed proper and with- 
in the scope of Administrative Order it is respectfully 
requested that you indicate your concurrence and return to 
this office. 


_ Your attention is also called to the fact that sub-— 
ject order prohibits payment of salary until a properly signed 
Letter of Appointment is in the possession of the Special Funds 
Section, At this moment this provision cannot be carried out 
without terminating ail payrolis for a Lengtny period. Pbracti- 
cally verbal approval has been given to continue payrolls pend 
ing completion of the requirement. 


Attachment 


25X1A 


Chief, Special Funds 


BPPECTIVE 50 JUNE 1947 CIG ADMINISTRATIVE ORDERS WILI REMAIN IN Horor UNTIL 
| | 7 CANCELLED OR SUPERSEDED | 
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CONFIDENTIAL 


Letters of appointment Will be issued to all CIG employees 
paid from. Special Funds. Said letters are to be prepared 


‘AND ONG 
in original copy, enby, Will be read and accepted in writing 


: the origina | ; ; 
by the employee, andawill’ be filed in the personnel folder e 
of the individual in the Special Funds Section, 4No THE CoPy 
I THE OFFieE OF the Asst Gree. for Personne]! O80, 
Letters of appointment for all employees on duty in washing-~ 
ton as of 31 December 1946, hired subsequent to 31 December 
1916, or field personnel hired prior to 31 December 1946 but 
leaving for the field subsequent to 31 December 196 will con- 
tain a clause requiring a minimum tour of overseas duty of 2h 
months. 
Letters of appointment for persomnel hired prior to 31 Decem~ 
ber 1916 and who were en route or already in the field at 


that date will contain a clause requiring a minimum tour of 


overseas duty of 18 months, 


Mechanics 


i. 


the CIG employee administring the oath of office will siml- 
taneously issue and have accepted the Letter of Appointment, 
This letter will then be duly signed by the designated official 


and will be placed in the personnel folder of the individual. 


—NFIDENTIAL Pte : 


@ 
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2. ‘The Certitying Officer, special Funds in preparing the 
Overseas Vata Sheets for employees departing for overseas duty 
will in every case verify that a Letter of Appointment is on 
file in tlie individuals personnel folder. ‘Ihe purpose of this — 
is to ensure that employees hired prior to 9 January, the 
effective date of the mechanism for issuing letters of appoint- 
ment y ae not ihaavereerely go overseas without a proper letter 
of appointment. If, in any instance, the individual objects 
to the 24 month clause on the grounds that he was employed for 
sees duty on an 18 ee ere es the problem will be 


referred immediately to the Branch Chief. concerned. 


| | | 3+ Letters of Appointment Will be prepared for all employees pre- 

sentLy on duty in Washington, will be accepted and nilaced in 
the individuals file. 

4. Letters of Appointment will be prepaied for all employees in 
the field or en route on 9 January. Those in the field or en 
route at 3. December will contain the 18 month clause whereas 
such employees who may have departed subsequent ‘to 31 January 
but prior to 9 January will contain the 2l, month clause. These 
Letters will not be sent to the field for acceptance but lists 
of individuals will be transmitted to the field. The field wilL 


be instructed to advise each person of the Letter of Appointment 


and its terms, 
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Mame 
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Street Address 


oe 


Dear ifr, 


eT ON Oe OL UR ION 166k Ren el os ah ne re sg ome 


1. this is to notify you that the United States uovermment, as represented 
by the Central Intelli.ence a5) nas accepted your employment offective 


nee: 


OTT ROE HOR TRON Ihsan RR Ne A Sc te bet ee 


Position: 
Sase Salary: 9 per aa 


és This appointinent is not a Civil Service position. You ill be entitled 
bo annual and sick leave (only in accordance with Civil Service rules and regu- 
lations). You will be reinbursed for travel expenses in accordance “ith the 
standardized Government Travel elulations, as amended. If stationed outside the 
continental li its of the United States, you will be ranted such monetary 
allowances as are prescrived by CIA re-ulations. 


35 If you are ordered to a station outside the continental United States, 
Jou will be required to serve a mininun reriod of trenty-four montns at such 
a station, Lf you wish to resin or terminate your appointizent or return to 
the United States before the expiration of twenty-four months after the 4 te of 
departure for an .verseas post, Cif}. will not pa; your returi: travel expenses 
“rom a station outside the United States. 


. Your appointment is for suc tie as your services. may be required 
and funds are available for the work of CIEE Yotice of termination will be : 
given you by procedure siniler to that provided oy Civil Service rules and 
rejulations.’ 


ee — mae 


ASSISTANT CHESS, FLASOTED DIVTS. GH ~ 


"ACCEPTLD: 


Rn Te TN ne Sm Oke 8. neRNER RS RR wnt ENE Mee cee O6 Seep nin ehemeemamnireten © wired 
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: | CEUTAAL INTEL Luktick GROUP 
25X1A = 
| C.1.U, ADTNISTRATIVE ORDER| | 


_ - LEM ES 01 or ARPOINIENT FOR UNVWUCHERED FERSONEL 


(1. Applicatiya: 

ALL sapveyees of CIG who are to be paid from unvouchered funds wilh 
be issued a letter of appointment at the time of their employment. 

2. Authority to Sign Letters of Appointment: 

; . a. The Director, Clu, by memorandum dated 6 September 1946, has 
delezated authority to the aegnstent Chief, Personnel Wivision, to approve 
ansoiutients of civilian employees and consultants for departmental or field 
services. By cable date:] 11 Octover 196, the Director, Clu, delegated authority — 
to Chiefs of each mission or Independent Station to appoint civilian employees and 
consultants. Overt personnel and semi-covert personnel to be pa.d from unvouch- 

ered funds will receive letters of ap ointment si.ned by one of the persons 

listed save. The form of this letter of appointment shall oe in accordance 
with Exhivit A attached heret>. 

bo. All sther types of personnel to be paid frum unvouchered funds will 
receive letters of a;pointment Smee the Chief, Special Munds Section, in | 

accerdance with Delegation of Authority by tne Director, CIG, dated 21 October 196. 
The form f such letters vs appointment shall be approved in advance by the 

_ Office cf. General Counsel, exeept where such letters of appointment are executed 
: abroad, in which cas: a copy will be direated to the approrriate vranch Chief 

: ; in vashin ton for referral to the Uffice of General Counsel for review and 
npetsgen as to form. | | 

3. Issuance: 
‘Letters of appointment wil 1 be issucd at the its tie employment is 

‘approved, The letter of appointnent wile we prepared by the indiiri dual who is 
authorized to sin the particular type of "letter of aspointment te ‘e us sed. The 


epicanal of nthe letter of appointment shall ie acimouled sed vy the employer as 


Lonvi.ded for therein and permanently filed in the Special funds Section, Finance: 


division, P. % A. Branch. No payments of salary from unvouchered funds will be 


made to any employee until a properly si;ned letter of appointment is in the pos- a 


; ession of the ‘Special Funds Sree Ons 
i 
- FOR THE RIRECTOR OF CEHTAL IPT Li Luts cE: 


ar “Approved For Release 2003/03/10}: CIA-RDP81-00728R000100050049-6 


eo pt | | 
as Pod om. ae 
: _ "Approved For Release 2003/03/10 : CIA-RDP81-00728R000100050049-6 
COMME DENIL AL -_ 
: Geet st A) 
Baa CEETWAL InP Lb urtcr 
25X1A 
TAGHINUIOL, Oe Ce : 
ESTO See Oe Ree 
Mame 


arte tk OES LOL ERO Ee AAT COINS OR WE | ERRNO O54 8x Abe HH8 EI, «tna ob SRR 


Street Adress 
City & State_ 


A a ee ee Fes a Oa | eo en oe 


Ate (Fee RRNA S te rune + ACRE OOF! vom thts Rem Nh 


Dear ir. : 


a 5c NO MS ee Ab AAO I Hb Pr 


1. This is to notify you that the United States Uovernment, as represented 
by the Central Intellizence Uroup, has accepted your employment effective 


§ a 
PRE ENS OOF ter em Fetrete Satta Oh Ra RAR ONL Ne getned AASNE else 


Position: 
Base Salary: >» per : 


armenian ae aa a 


2. This appointment is not a Civil Service position. You sill be entitled 
to annual and sick leave (only in accordance with Civil Service rules and regu- 
lations). You will be reimbursed for travel expenses in accordance crith the 
Standardized uovernment Travel Hejulations, as amended. If stationed outside the 
continental li its of the United States, youn will be granted suc’ monetary 
allowances as are prescribed by CIu rezulations. 


3. If you are ordered to a station outside the continental United States, 
you will be required to serve a minimun period of twenty-four months at such 
-a station. If you wish to resi,n or terminate your appointment or return to 
the United States before the expiration of twenty-four months after the dote of 
departure for an .verseas post, CZu will not pay your retur: travel expenses 
from a station outside the United States. 


h. Your appointment is for such ti.e as your services may be required 
and funds are available for the work of CIG. Notice of termination will be 
given you by procedure similar to that provided oy Civil Service rules and 
regulations. ahs 


aseeee, 


ASSISTALT Ci, PEAS LO DIVIS.O8 
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ACCEP?LD: 
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20 December 1946 
— ILLEGIB . 


| MEMORANDUM FOR THE EXECUTIVE FOR PERSONNIEL AND ADMINISTRATION 
| Subject: Proposed Administrative Ordors 


Enclosure: a. Proposed Administrative Order re Letters of 
Appointment for Unvouchered Personnel, 


be Proposed Administrative Order re Length of 
Service Overseas. 


1. Enclosed are two proposed Administrative Orders. The 
first 1s concerned with length of overseas service, and the 
second with letters of appointment for unvouchered personnel. 
The 9rders have been discussed with the Personnel Division and 
the Office of Special Operations. Colonel Galloway specifically 
requested that individuals who are assigned to overseas duty be 
ces vest to remain overseas for a minimum period of twenty-four 
months. . 


2 If the proposed Orders meet with your approval, it has 
been requested that they be Issued with a minimum of delay. 
The undersigned will be pleased to discuss the Orders with you, 
eA in person, if it is deemed necessary. 


‘tA 


oes e 4 A 
; Assistant General Counsel 
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CONFIDENTIAL 
Bb December 1948 
CENTRAL INTELLIGENCE GROUP 


C.I.G. ADMINISTRATIVE ORDER 
LETTERS OF APPOINTMENT FOR UNVOUCHERED PERSONNEL. 


dks Application: 


All employees of CIG who are to be paid from unvouchered 
funds will be issued a lettor of appointment at the time of 
their employment. 


2. Authority to Sign Letters of Appointment: 


ae The Director, CIG, by memorandum dated 6 September 1946, 
has delegated authority to the Assistant Chief, Personnel Division, 
to approve appointments of civilian employees and consultants for 

departmental or field services. By cable dated 11 October 1946, 
the Director, CIG, delegated authority to Chiefs of each mission 
or Independent Station to appoint civilian employees and consul- 
tants. Overt personnel and semi-covert personnel to be paid from 
unvouchered funds will receive letters of appointment signed by 
one of the persons listed above. The form of this letter of 
appointment shall be in accordance with Exhibit A attached here-~ 
to. 


be. All other types of personnel to be paid from unvouchered 
funds will receive letters of appointment signed by the Chief, 
Special Funds Section, in accordance with Delegation of Authority 
by the Pirector, CIG, dated 21 October 1946. The form of such 
letters of appointment shall be approved in advance by the Office 
of General Counsel, except where such letters of appointment are 
executed abroad, in which case a copy will be directed to the 
appropriate Branch Chief in Washington for referral to the Office 
of General Counsel for review and approval as to form. . 


5S. Issuance: 


Letters of appointment. will be issued at the time the em- 
ployment 1s approved. The letter of appointment will be prepared 
by the individual who is authorized to gign the particular type 
of letter of appointment to be used$ © payments of salary from 
unvouchered funds will be made to any employee until a properly 
Signed letter of appointment is in the possession of the Special 
Funds Section. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


OLONeL, 


Hxecutive for Personnel and 
Administration - 


~~ > 
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_CONFINENT HAY. 


(EXHIBIT A) 


Name 
Street Address a 


City & State 


Dear Mr. . : 


1. This is to notify you that the United States Govern- 
ment, as represented by the Central Intelligence Group, has 


accepted your employment effective : 


Positions 


Base Salary: ¢ per . 


2. This appointment is not a Civil service position. You 
will be entitled to annual and sick leave (only in accordance 
with Civil Service rules and regulations). You will be reimbursed 
for travel expenses in accordance with the Standardized Government 
Travel Regulations, as amended. If Stationed outside the conti- 
nental limits of the United States, you will be granted such 
monetary allowances as are prescribed by CIG regulations. 


5. If you are ordered to a station outside the continental 
United States, you will be required to serve a minimum perlod of 
twenty-four months at such a station. If you wish to resign or 
terminate your appointment or return to the United States before 
the expiration of twenty-four months after the date of departure 
for an overseas post, CIG will not pay your return travel expenses 
from a station outside the United States. . 


4. Your appointment is for such time as your services my 
be required and funds are available for the work of CIG. Notice 


of termination will be given you by procedure similar to that 
provided by Civil Service rules and regulations. 


tec 


| ASSISTANT CHIuF, PERSONNEL DIVISION 
ACCEPTED: 


Siete Giinins 


“we 
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CONFIDENTIAL | | 
He. necenver 1946 
CENTRAL INTELLIGENCE GROUP 


C.1.G. ADMINISTRATIVE ODER | | 


LENGTH OF OVERSEAS SERVICE 


1. There is hereby established a policy of requiring 
individuals who are assigned to overseas duty to remain ovor- 
seas a minimum of twenty-four months. This means that if an 
employee wishes to return at an earlier date he must pay his 
own passage and will receive no travel allowances. After 
twenty-four months, the employee may request return at Govern- 
ment expense with the regular travel allowances, but such 
return would be for separation, not for leave or other personal 
reasons. This policy will be stated as a provision in the 
letter of appointment issued by CIG to the employee. 


2. Uxperience has shown that in intelligence work all 
porsonnel who stay overseas for too long a period pass the 
point of greatest efficiency and lessen in useful productivity | 
due to lack of contact with domestic problems and customers, 
and Jack of knowledge of new techniques, methods and procedures. 
It has been administratively determined in accordance with this 
experience that no employee should be continuously overseas for 
a period of more than thirt®? months, and that it is necessary 
to an efficient and adaptable service to re-train and re-orient 
all employees after the passage of some twenty-four to thirty 
months overseas. Accordingly, branch chiefs will maintain re-. 
cords of the period for which employees under their control 
have been outside of the United States and, on the expiration 
of twenty-four months, will take the proper steps for return- 
ing each employee for specific re=training and re-orientation,. 
On completion of such a training program, the employes may take 
leave in accordance with existing Government regulations. On 

completion of leave, the employse may require additional train- 
ing or may be assigned immediately to an overseas post on the 
condition that a further minimum pertod of twenty-four months 
duty overseas will be served. 


5. It will be the duty of the branch chief, in consulta 
tion with the other officers concerned, to determine whether 
return for training will be on temporary duty or permanent change 
of station, to determine the course of training necessary, and to 
establish that the travel involved is necessary in the best in- 
terests of the Goverment. Requests from overseas for return 
of individuals will be considered only in connection with separa- 
tion or travel at the individual's expense. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Hxeouth ye, £0 epersgnnel and 
= Rant Pe tpatron 
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CENTRAL INTELLIGENCE GROUP 
INTER-OFFICE ROUTING SLIP 
Revised 10 Sept 194 


TO| INITIALS | DATE 


DIRECTOR OF CENTRAL INTELLIGENCE 


EXECUTIVE TO THE DIRECTOR 


SECRETARY TO THE DIRECTOR iz 


a 

= 
m4 

3 

=e] 

id 
Leg? 

z : 
& 

5 

5 

fA 

F | 
S ; 
ied 
a 
ls 


Hotel 
a ae 
. CHIEF, INSSRDEPAH Siena STAFF Pst ke acs 
| ase sbreeo i "SPS Pit, PERATIONS ColLoway x{ | 
Ass, DIRECTO ni 
ASST, DIRECTOR, COLLECTION & DISSEMINATION flee 3 
| curr, sooumnry prance || 
eae | ee 
ea eee ee, dee 

_ APPROVAL INFORMATION ___ DIRECT REPLY 
-__ ACTON ___ RETURN ___ COMMENT 

: | — RECOMMENDATION —_.PREPARATION OF REPLY __ PILE 
| __ SIGNATURE _CONCURRENCE ____ DISPATCH 
REMARKS: 


Request that you review the attached proposed administrative orders | 
and return to Executive for P&A with your comments, 


TOP SECRET SECRET ( CONFIDENTIAL) RESTRICTED. - UNCLASSIFIED 
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MEMORANDUM FOR THE EXECUTIVE FOR PHRSONNZL AND ADMINISTRATION 
Subject: Proposed Administrative Orders 


1. Returned herewith is the proposed Administrative Order 
concerning Length of Overseas Service. This Order has my appro~ 
val in its present form. 


2. The proposed Administrative Order concerning Letters 
of Appointment has been changed to state that the Assistant 
Chief, Personnel Division, will sign letters of appointment 
for employees on unvouchered funds. This is deemed advisable 
inasmuch as the Assistant Chief, Personnel Division, 1 a mem=_ 
ber of the Personnel Review Committee, which screens the pro» 
spective employees. Since there exists a possibility that em- 
pioyees may be appointed at overseas stations, letters of ap- 
polntment, in such cases, may be signed by the Chief of Mission 
or Independent Station, in accordance with cable authority. of 
the Director, dated 11 October 1946. 


q « GALLOWAY . 
Assistant Director - Special Operation 


Af 


Al 


CONFIDEN 
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20 December 1946 


MEMORANDUM FOR THR EXFOUTIVE FOR PERSONNEL AND ADMINISTRATION 
Subject: Proposed Administrative Orders | 


Enolosuro: a. Proposed Administrative Order re Letters of 
Appointment for Unvouchered Personnel, . 


b. Proposed Administrative Order re Length of 
orvice Overseas. . 


le lneolosed are two proposed Administrative Orders. ‘The 
first is concerned with length of overseas Service, and the 
Second with letters of appointment for unvouchered personnel, 
The Orders have been discussed with the Personnel Division and 
the Offies of Special Operations. Colonel Galloway specifically 
requested that individuals who &re assigned to overseas duty be 
required to remain overseas for a minimun ‘perlod of twenty=four 
months, | 

2, If the proposed Orders meat with your approval, it has 
been requested that they be issued with a miniimum of dolaye 


The undersigned will be pleased to discuss the Orders with you, 
in person, if it 1s deemed necessary, 7 


JOHN S,. WARNGR . 
Assistant General Counsel 


JSWembt 


CONFIDENT IAN 
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80 December 1946 


OMNTRAL INTRLLIGENOM GROUP 
C.I.C. ADMINISTRATIVE ORD™R NO, 
hse cearmamteenetaerteeneeeeteanidinecnentemmeetntntememeceritemeatem aren meneanan sane re te nT 
LETYERS OF APPOINTMENT TOR UNVOUCHERID PURSONYEL 
Re ee cpa ee aa aT eee OYE ee te 


a Application: 


ALL omployces of CTG whe ore te be pald from unvouchered 
funds will bo issued a lotber of nppotntnent at the tlme of 
thelr employment. ; 


@. Authority te Sten Letters of A pointnonts 


hoe 


fe The Director, CIG, by nemorandun dated ¢ Joptonber O46, 
has delegated authority to tie Assiatant Chief, Personnel Division, 
to approve aeppolntients of elvillan employees and consiultents for 
departmental or field servieos. By cable dated Ll Octose. 1946, 
the Virector, Clu, delegated authority to Chiefs of oneh mtsston 
or Independent Station to aypolnt eiviillien ormployocs and consule 
tants. Overt personnel and sml-covert personnel to be unid from 
unvouchsred funda will wecelve letters oF appointment stened by 
one of the porsons listed above, Whe fer of thts letter of 
appolntront shall be in accordance with Txhibit A attachse heres 
tO. 


be All other typsas of personel to be pald froaa unvouchered 
funds will vecelve letters of appolntmont signed by the Gitlof, 
Special Funds Section, in accorduncs with Delegation of Authority 
by the Director, CIG, dated 81 October 1944. Tho Corn ot such 
letters of appolintiicat shall bos approved in cdvahea by the Office’ 
of Goneral Counsel, except whore sueh letsers of avpolrtncnt are 
executed abroad, in which casa a copy wlll be dirseted to the 
appropriate Branch Chief in Wasluneton for rofarral to the Office 
of Gsneral Counsél for veviay and a.sproval as to form, 


°3,. Issuance: 


Letters of nppointrent will be issued at the time the one 
ployment is approved. The letter of appointnsnt wlll be prepared 
by the individual who is authorized to Sign the particulser type 
of letter of appointment to be used. No paynents of salary from 
unvouchersd funds will be made to any employee until a properly 
Signed letter of appointment is tn the possession of the Special 
Punds Section, . : | 


FOR THE DIRECTOR OF CENTRAL INTHLLIGUNGE: 


=a = 


Executive for Personnel and 
Administration 
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OMe 
(BXNIBIT A) A CORTE 
: OLN TRAL INTELLIGENCE GROUP 


WASHINGTON, DeGe 
| | (Date) 


Name 


Street Adaresa 


a peace anna amshne humtatetmanaaimaaataanainctmmaananenaetaeal 
ERNE TIARA EON 


Dear Mr. z 


ern Tae memamumamntaieannmmamnnnameniel 


4, This 1s to notify you that the United States Govern= 
ment, as reprosented by the Contral Intelligence Group, has 
accepted your omployment effective a H 


Position: 
Baso Salary: & per . 


 @, This appointment is not a Civil Service position, You 
wLlL be entitlod to annual and sick leave (only in accordance 
with Olvll Service rules and regulati.°., You will be reimbursed 
for travel exponses in accordance with ~ Standardized Government 
Treyol Regulations, as amonded, ‘Te stationed outside the contig — 
nental linits of the United Statos, you will be granted suoh 
monetary allowances as are proscribed by CIG regulations. 


3. If you are ordered to a atation outside the continental 
United States, you will be required to serve a minim poriod of © 


‘twonty-four months at such a station. If you wlan to resign or 


terminate your appointment or return to the United States before 
the expiration of twonty-four months after the date of departure 
for an.overseags post, CIG will not pay your return travel expenses 
from 9a station outside the United States, : 


4, Your appointment 1s for such time as your services my 
be required and funds are available for the work of CId. Notice 
of termination will be given you by procedure similar to that 
provided by Civil Service rules and regulations. | 


ACCEPTED: 


WU LAV 


; 


_ISWimbé 
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20 Docember 1046 | | 
CINTRAL INTELLIGENCE GROUP 


CoTeGe ADMINISTRATIVE ORDER HO, 
LENGTIU- OF OVERSEAS SERVICE 


1. There is hereby ostablishod 2 volley of roquiving 
individuals who are asgipnad to ovorieans duty to romatn ovo. 
seas a minimum of twonty<fous months. This nonans that Lf en 
employoo wishes to return at an earlior date he rut pey his 
own passopo end wlll resolve no trevol allowanass. Aftor 
twenty-four months, the omployce may request ruturn at Coverne 
mont expense with the rogular travel allowaices, ‘but such 
roturn would bo for separation, not for leave or other personal 
reasons. This polloy will be stated as a provision in the 
Llottor of appointment Assued by CLG to the onployee, 


2. UxporLoncs has ahown that in intelligence work all 
porsonnel who stay oversead for too lone a period pass the 
point of groatest effloiency and Lleusen in useful productivity 
Gue ta Inck of contact with domcstle problems aid auatomera, 
and Jack of Imowledgs of now techniques, methods and procoduros. 
It has been administratively determinod in accordance with this 
experience that no employee should be continuously overseas Zor 
a period of more than thirty months, and that 1t Ls noeessary 
to an efficient and adaptable service to reetrain and re-ortent 
all employees after tho passago of some twenty-four to thirty 
months overseas. Accordingly, branch chiofas wlll maintain re~ 
cords of the perlod for which employees under thelr control. 
have boen outside of the United Stateg and, on the oxpiration 
of twonty-four nontha, wlil take the proper steps for return~ 
ing onch enployoo for spesifle roetraining and re-orlentation, 


On completion of such a training program, she onpLloyue may take 


leave Jn acoordancs with oxlsting Governnent rogulations. On 
complation of leaves tho employoa may require additional train- 
ing or may be assigned Irmediatelly to an ovorsoas post on tha 
condition that a Lurther minimum period of tvonty=Lour nonths 
duty overseas will be served, 


Se It wlll be the duty of the branch chief, in sonsultae 
tion with the other offLoers concerned, to determing whether 
return for training will be on temporary duty or pormanont change 
of station, to determine the course of training neoossary, and to 
establish that the travel involved is nocessary in the best in- 


_terasts of the Goverment, Requests from overseas for return 


of individuals wlll be considered only in connection with scparae 
tion or travel at the individual's expense. 


FOR THR DIRVOTOR OF CENTRAL INTELLIGENCE: 
JSWembt 


Colonel, CAC . 
Executive, for. Personnel and 
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25X1A : 
—_ : Gb Ob3/ 
CRIEF, SPECIAL FUNDS SECTION | 14 Jamary 1947 
OBX1A BXECUTIVE FOR PERSOMSEL AND ADMUNIS TRATION 
cIG Adminis trative Order iez4 nena dae t fu 5 eee 
| 1. Your memorandum dated § January 1947 interpreting 
oe the terme of CLO Administrative Order[ __]4s approved. 
2. This approval also has the concurrence of the 
Assistant Director for Special Operations. 
25X1A 
Executive for Personnel and Administration 
aoe [—Iinew 
25X1A co: Mr. Seanders 
Central Records (2) a 
Stayback 
, eT aOR AL 
f 
] . 
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7 January 1947 . copy vo. BL 


Oo 2BX1A GG ADET TS RATE ORDER | |. AMENDUNT NO. 1 


se a | CEN ML INILLLIGHICE Group 
| Se at Fe eee 


25X1A - 1. C. I. Ge Administrative Order Subject: “Letters of 
Appointment for Unvouchored Porsonnol," dated 31 December 1946, is heroby 
amonded by changing the word “omployer" to read “omployee" in paragraph — 
"3. Issuance", line 4, 3 
, 25X1A Be NY copies of Administrative Order [shout be changed | 


accordingly. 
| _ FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


|. 25X1A 


olonol, AGD 
tl : Executive for Personnel 
and Administration 


ES RTS eT TTS EP nC IP RIE LMR rms SIT oy SM ENTS nthe one, Steere: kre nes 


Ra TNs RET bee 
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MEMORANDUM | 9 January 1917 


TO : ADSO 
_ Executive for P & A 


| 25X1A FROM 1: Chief, Special Funds 


| ‘SUBJECT: CIG Administrative Order[ | 

| — 25X1A | 

ae Furguant to our phons conversation of 8 January, 
| appended hereto is a draft of proposed interpretation of 
the subject order and the mechanics for effecting the ordor 
from a practical point of view. | 


If this draft procedure is deemed proper and with- 

| in the scope of Adwinistrative Order[ | it is respectfully 

| requested that you indicate your concurrence and return to 
thia office. 


i 

| 

t : Your attention “s aleo called to the fact that aub~ 

: . ject oder prohibits payuent of salary until a properly signed | 
Letter of Appointment ia in the possession of the Special Funds . 

| Section. At this moment this provision cannot be carried out 

: | without terminating all payrolls for a lengthy period, Practi-. 

cally verbal approval has been given to continue payrolls pand-. 

ing completion of the requirement, , 


Attachment 


25X1A 


Chief, Special Funds — 


tee Approved For Release 2003/03/10 : CIA-RDP81-00728R000100050049-6 


‘Approved For Release 2003/03/10 : CIA-RDP81-00728R000100050049-6 


Polloy 
de 
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30 


GUINEAN AAA 


Lettors of appointment will be issued to all CIG employees 
paid from Special Funds. Said letters are to be prepared 
in original copy only, will be read and accepted in writing 
by the employee, and will be filed in the peveonnal folder 
of the individual in the Special Wunds Section, _ 


Letters of appointment for all employees on duty in Waghing- 


ton as of 31 December 1946, hired subsequent to 31 Neceuber 
1945, or field personnel hired prior to 31 December 1916 but 
leaving for the field subsequent to 31 Necenber 1946 will con- 


tain a clause requiring a minimum tour of overseas duty of 2h 


- onthe. . 


Letters of appointment for personnel hired prior to 31 Decem 
ber 1946 and who were en route or already in the field at 
that date wild contain a clause requiring a minimun tour of 


everseas duty of 18 months, 


_ Bechanics 


Le 


The CIG employee adninistring the oath of office will siml- , 
tancously issue and have accephed the Letter of Appointment . 


This letter will then be duly aligned by the designated official 


and will be placed in the personnel folder of the individual. 


0 


ait od 


049-6 


Sagiia AU ca usanadaed iM 
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2, The Certifying Officer, Special funds in preparing the 
Oversoas pata Sheets for employees departing for overseas duty 
will in every case verify that a Letter of Appointment 4s on 
file in the individuals personnel folder. ‘The purpose of this 
ie to ensure that suijens hired prior to 9 January, the 
affective date of the mechanism for dasuing Letters of appoint~ 
meant, do not inadvartently go overseas without a proper letter 
of appointment. If, in any instance, the individual objects 
fo the 24 month clause on the grounds that ne was employed for 
overseas duty on an 18 month understanding, the problem will be 
referred imuediately to the Branch Chief concemed, - 

3. Lettera of Appointment will be prepared for all employwes pre~ 
gently on duty in Washington, gd. ba accepted and placed in 
the individuals file. . 


he Yetters of Appointment will be prepared for all employees in 


. the fleld or en route on 9 January. Those in the field or an 
| | route at 31 December will contain the 14 month clause whereas. 
| such employees who may have departed subsequent to 31 January 
but prior to 9 January will contain the 2) month clause. These 
Letters will not be sent to the field far acceptance but lists 
of individuals will be transmitted to the field. The field will 
be instructed to advise eath person of the Letter of Appointment 


and its terns. 


om (FIDENTIAL 


id 
' 
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